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Slide 1 - Title
Asset Management Automatic Financials
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Text Captions

Asset Management Automatic Financials Upload on the MITAS Internet Property Management
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Slide 2 - Objectives

Objectives

In this section you will learn howy to
automatically upload financial data from the
property manager to the agency using the
MITAS Internet Property Management site. An
interactive simulation will demonstrate ho to
do this.

Text Captions
Section One

Objectives
In this section you will learn how to automatically upload financial data from the property manager to the agency
using the MITAS Internet Property Management site. An interactive simulation will demonstrate how to do this.

Automatically Uploading Financial Data
Notes
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Slide 3 - Scenario

Scenario

Yicky, a property manager calls wou. Uploadlng Financial Data

"Hi Becky, l'minding fo unioad my
financial data awtomatically o the
agency using the MITAS Infernet
Progerty Management site for the first
fime. How do ! do this?”

Let's find out how we can help Vicky.

Wicky at her desk

Text Captions

Scenario
Vicky, a property manager calls you...

"Hi Becky, I'm trying to upload my financial data automatically to the agency using the MITAS Internet Property
Management site for the first time. How do I do this?"

Let's find out how we can help Vicky.

Notes
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Slide 4 - Concept

How to Upload Financial Data

Hnlnu.'nupmll
------ Pl ETVRRT 10T

Iti= easy to upload financial data to the
agency using the MITAS Internet
Froperty Management site. In arder to
do this, wou must first login as either a
Property Manager or Property

Manager - Financials.

Finamzlal Cata Upload
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Then you retrieve the property from
the Property I Project screen. ou
choose the Financials Upload option,
and the Financials Upload page is
displayed. Choose your Federal 1D,
Fiscal Year, and Fiscal Month. The
last =tep is to input the Path and File
Name to upload, and press the
Upload button.

Once your data has been uploaded,
wou reviews the financial data and then Financial Data Upload page
finalize the data for the agency.

Text Captions
How to Upload Financial Data

It is easy to upload financial data to the agency using the MITAS Internet Property Management site. In order to
do this, you must first login as either a Property Manager or Property Manager - Financials.

Then you retrieve the property from the Property / Project screen. You choose the Financials Upload option,
and the Financials Upload page is displayed. Choose your Federal ID, Fiscal Year, and Fiscal Month. The
last step is to input the Path and File Name to upload, and press the Upload button.

Once your data has been uploaded, you review the financial data and then finalize the data for the agency.

Notes
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Slide 5 - Simulation

Uploading Financial Data
The follmwing simulation takes you through
the steps needed to upload financial data
using the MITAS Internet Property
Management site. You will be shoan the
appropriate steps to follow.

Text Captions

Simulation
Uploading Financial Data

The following simulation takes you through the steps needed to upload financial data using the MITAS Internet
Property Management site. You will be shown the appropriate steps to follow.

Notes
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Slide 6 - Slide 6
‘A about:blank - Microsoft Internet Explorer
File  Edit “iew Faworites  Tools  Help
@ Back - -\_) @ @ \{h /'_H) Search \;1? Favarites @ E{;i - :‘I'ﬁ ﬂ |_J ﬁ ‘3
Address | &) RBputiblank Highlight Bosx
B
selectthe Address text box
Type in the web site address of the
MITAS Internet Froperty Managemeant
site. This address may vary based on
the type of information you are thying to
access, and will vary based on the
agency forwhich you are working.
Text Captions

Select the Address text box.
Type in the web site address of the

MITAS Internet Property Management
site. This address may vary based on
the type of information you are trying to

access, and will vary based on the

agency for which you are working.

Notes
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Slide 7 - Slide 7

Address (] MR

/W//%

Fress Enter key

Text Captions

Press Enter key
Notes
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Slide 9 - Slide 9
Address @ hikbpe f s, mikas , comymshdaf

Welcome to the MITAS
MITAS Internet Property Management Site

The MITAS Internet Property Management Login page
appears Please log in:

Web Profile: I}

Driginator:
- Select the Web Profile
Eranch: bio

Text Captions
The MITAS Internet Property Management Login page appears

Select the Web Profile box
Notes
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Slide 10 - Slide 10
Address @ hikbpe f s, mikas , comymshdaf

Welcome to the MITAS

MITAS Internet Property Management Site

Depending on the way your agency is setup, Please log in:
there are two valid Froperty Manager items Web Profile:
that you could choose: Property Manager or | e
i i - LENQE
Property Manager - Financials. A Property geqleliE g Lender- Inguiry Only
Manager can view and input data for both

2o o (EEET
compliance and financials. A Property Branch: e

Manager - Financials can view and input Username ELELE
data for only financials. Your agency may have Banker

B Government Agency
Feal Estate Agent
il tortgagor
Ty e rvicer
Select the appropriate Property Manager item
(Property Manager or Froperty Manager -
Financials)
Collections Age
Froperty haHnbiight Bokancial
Froperty Manager - Complia

established both types of property manager
iterms or only one option may be walid.

Text Captions
Select the appropriate Property Manager item (Property Manager or Property Manager - Financials)

Depending on the way your agency is set up, there are two valid Property Manager items that you could
choose: Property Manager or Property Manager - Financials. A Property Manager can view and
input data for both compliance and financials. A Property Manager - Financials can view and input
data for only financials. Your agency may have established both types of property manager items or

only one option may be valid.

Notes
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Slide 11 - Slide 11
Address @ hikbpe f s, mikas , comymshdaf

Welcome to the MITAS

MITAS Internet Property Management Site

The Property Manager Number
is the company or agency
number. You cannot view orinput
data for more t han one company
or agency at a time.

Please log in:

T ©rrropriate number

Text Captions
Select the Property Manager Number text box, and input the appropriate number

The Property Manager Number is the company or agency number. You cannot view or input data for
more than one company or agency at a time.
Notes
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Slide 12 - Slide 12
Address @ hikbpe f s, mikas , comymshdaf

Welcome to the MITAS

MITAS Internet Property Management Site

Please log in:
Property Manager Mumkber: _
Username:

text box, and input your
username (do not use
an administrator
LUsermame)

Text Captions

Select the Username text box, and input your username (do not use an administrator username)
Notes
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Slide 13 - Slide 13
Address @ hikbpe f s, mikas , comymshdaf

Welcome to the MITAS

MITAS Internet Property Management Site

Please log in:
Property Manager Mumber .
LIsernarme:; _

Fassword: Highlight Box

F i5 Cas

[ Logn |— Select the Password text

box, and input your
password. Passwords
are case sensitive.

Text Captions

Select the Password text box, and input your password. Passwords are case sensitive.
Notes
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Slide 14 - Slide 14
Address @ hikbpe f s, mikas , comymshdaf

Welcome to the MITAS

MITAS Internet Property Management Site

Please log in:
Froperty Manager Mumber:
sernarme:

Pas rd is Case sensitive,

R

iZlick the Login buttan

Text Captions

Click the Login button

Notes
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Slide 16 - Slide 16

Address @ hikbps f s, mikas , comymshdafwb002, chix

= Property/Project Detail: s
= Reports

MITAS

F;eect the PropertylProject Detail menu iterm

Main Menu
System Help
Screen Help

Logoff The Main Menu page appears

Text Captions

The Main Menu page appears

Select the Property/Project Detail menu item
Notes
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Slide 18 - Slide 18

Address @ hikbps f s, mikas , comymshdafwb002, chix

Property/Project
QVF HEW123

MITAS Iy

Financials Financials Upload |

Retrieve Property

| [ Retriewe

Screens ; Imvalid Property Mumber

Property/Project

Main Menu Propertv: 999999999999 Name:

System Help The PropertylProject Information
Screen Help pade appears

Logoff

Fizcal ¥ear End: 00,00

Project

Phone Numb
(0007 000-0000
(0007 000-0000

Fax Number:
(0007 000-0000

Stage

Text Captions

The Property/Project Information page appears
Notes
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Slide 19 - Slide 19

Property/Project
P HSWrH23 Run: 02/25/2005(
Financials Finanﬁz&gpluad
For security reasons, you _ :
must know the property Retrieve F'rn:uperty:| I Highlight Box | Retriewe
number for which wou are he Property you requested '
trying to create a transaction Select the Retrieve
Property: 999999999999 Name: Prﬂaﬂzﬁpﬁ}?hgox
Property Address: Property Nurmber er: Dgc}l{ut
(000) 000-0000 o000
Fax Number:
(000) 000-0000
Fizcal Year End: 0000
Project Stage Date
Text Captions

Select the Retrieve Property text box, and input the Property Number

For security reasons, you must know the property number for which you are trying to create a

transaction
Notes
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Slide 20 - Slide 20

Property/Project
OFF HS 123 Fun: O2/25/2008(

Financials Financials Upload

Retrieve Property |

iZlick the Retrieve button
Property: 999999999999 Name:

Property Address: Phone Number: Ext:
, (000) 000-0000 aaon
(000) 000-0000 aaon
Fax Number:
(000) 000-0000

Fizcal Year End; 00500

Project Stage Date

Text Captions

Click the Retrieve button

Notes
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Slide 22 - Slide 22

Property/Project
OFF HS 123

Run: 0Z2/25/2005(

Financials Finqm&;ﬂ%uad

Werify the property addresﬁ?ﬁick them to

information is not cor upload financial data
Name: WOODLAND HILLS

Property: 0770
Property Address: Phone Number: Ext:
WOODLAND HILLS (9Fr21911-91149 1111
Do JAMES (000) 000-0000 aaon
2005 MAS0RN i A Fax Number:
The PropertylProject Information  (ungy ooo-onoo

MACHIMMEY, T ¥3071 ;
page appears with the property data

Fizcal Year End: 12031

Stage Date

Project

Text Captions
The Property/Project Information page appears with the property data

Verify the property address information is correct. If the information is not correct, contact the agency.
Click the Financials Upload button to upload financial data

Notes
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Slide 24 - Slide 24

Financials Upload
OFF HSW197 Fun: O2/25/2008(

Property: 0770 Name: WOODLAND HILLS
Please select the financial term for the load and click the "Continue’

fbutton.
naoooooona
2008
Select the Federal ID
January combo box
Continue

The Financials Upload page appears

Text Captions
The Financials Upload page appears

Select the Federal ID combo box
Notes
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Slide 25 - Slide 25

Financials Upload
OfF HSWHaT Fun: 02/25/2005(
Property: 0770 Name: WOODLAND HILLS
Flease select the financial term for the data upload and click the "Continue’
button.
000000000
Select the appropriate
Cantinue Federal ID item
Text Captions
Select the appropriate Federal ID item
Notes
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Slide 26 - Slide 26

Financials Upload

P HSwWrH9r Run: 02/25/2005(
Property: 0770 Name: WOODLAND HILLS
Flease select the financial term for the data upload and click the "Continue’
button.
00000000018

Select the Fiscal Year text box, and
input the appropriate fiscal year for

Contin which to upload financial data

Text Captions

Select the Fiscal Year text box, and input the appropriate fiscal year for which to upload financial data
Notes
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Slide 27 - Slide 27

Financials Upload
OFF HSW197 Fun: O2/25/2008(

Property: 0770 Name: WOODLAND HILLS
Flease select the financial term for the data upload and click the "Continue’
button.

0oooooono »

Continue Select the It;flﬂnth combo
0¥

Text Captions

Select the Month combo box
Notes
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Slide 28 - Slide 28

Financials Upload

P HSwWrH9r Run: 02/25/2005(
Property: 0770 Name: WOODLAND HILLS
Flease select the financial term for the data upload and click the "Continue’
button.
000000000
2004

F
Cont

Select the appropriate
Month item

Text Captions

Select the appropriate Month item
Notes
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Slide 29 - Slide 29

Financials Upload
P HSwWrH9r Run: 02/25/2005(
Property: 0770 Name: WOODLAND HILLS
Flease select the financial term for the data upload and click the "Continue’
button.
000000000
2004
ceptember]is
g
ﬁélickthe Continue button
Text Captions
Click the Continue button
Notes
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Slide 31 - Slide 31

Financials Upload

Financial Data Upload

The file containing the financial data to be
uploaded must be saved as a CSV
Create the data file. Entert

Chuploadsdatafile td. T (comma de“mlted) file t\_fpe. Thisis a ve confirmation. Then click the

"Process Mow" hutton to load the COFF'IFT‘IO_FI file type o_ptlon available when a Jcessing errors report. You still need
to v saving afile using a spreadshest. 1ata file.

| Highlight Bio: == ﬂhﬂﬁruwse... ]|
AN o

the "Upload!" button (Example:

QfF HSWHMa7 Run: 0Z2/25/2005(

Select the Path and File Name to

Upload text box, and input the path
and file name of the file containing the
financial data. Ifyou do not know the
path and file name, click the Browse

button to search for the file.

Text Captions
The Financials Upload page appears

Select the Path and File Name to Upload text box, and input the path and file name of the file
containing the financial data. If you do not know the path and file name, click the Browse button to
search for the file.

The file containing the financial data to be uploaded must be saved as a CSV (comma delimited) file
type. This is a common file type option available when a saving a file using a spreadsheet.
Notes
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Financials Upload
OfF HSWHaT Run: 02/25/2005(
Choose file
Loaok in: |_) Images EF v
= 1) add_mew_Lser,bmp Bl prop_ I
ol LD (Dpoug_ak_deskbmp Hlprop 1 Select the Look in combo box | e,
o] MyRecent  ElFinancialuploadbmp. brp prop_ dckthe
"Proces Documerits I@h|:|ri2|:|nt.Ell_l:ulue_l:uar.I:urn|:| @property}ro scr.bmp “You still need
7[ I@Hu:ul.-%.l_tu:u_lu:ug|_in.|:|rn|:u I@Fleu:ertiFiu:aI:iu:un.I:u
I@man_aI:_|:|3m|:qu:n3r.I:um|:u Thurmbs.db
En Desktop |_§| man_at_computer . mpf @ Unit_Transfer.bmp E
. I@WIITF'.S Logao,brp I@user_eu:u:t_maint.I:ump
."'/' I@MIT.'!'.S am_Logo.bmp @\-‘Ertitd_ﬁue_ﬁar.bmp
Mo D : I@MIT.f'.S_I:ul<~|;|ru:uunu:|.I:m|:| IﬂTm‘j'-.-'ick';.n'_at_uzlesk.JI:'G
¥ LORMMETE A MITAS_HS_bkaround.brmp
— @ MITAS_H3_bkground_blank.bmp
'j}'g I@r'-’luwe_ln.I:um|:|
i (a0 @MDVE_OLIt.hITlp
I@pru:up_rrugmt_lu:ugin2.I:urn|:|
<
tdy Metwark  File name: || ﬂ Open |
Places
Files of bype: |,-’.\|| Files [*.%) j Cancel
Text Captions
Select the Look in combo box
Notes
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Slide 33 - Slide 33

Financials Upload
OfF HSWHaT Run: 02/25/2005(
Choose file
Loaok in: |_) Images f___,,.--—ﬂ EF v
\ % My Recent Documents ——
o] | uﬁ ﬁﬁitgzcuments :Iugin:jpgp ample:
3 E;:Efnzi?; j by Cornputer _|C_";I||'I-SW|: lick thl?
"Proces . 34 Floppy [4:] mject_scr.brmp You still need
' < Local Disk [C:] . bmp
iy CO-RW Drive (D)
L Dok = vol2 on ‘mitas01" (F:) S —
; [ MASTER haink, brap
.’.) [ Captivate E_bar.bmp
: sk, PG
My Documents 28 adiive on 'mitas01'|G:)
- =% hdrive on ‘mitaz01jH:)
j}g S jdrive on 'mitas01'H:
v 22 kdiive on 'mitas01[K:)
by Compuiter =2 tutor on 'mitas01' [E:)
_ 2 mitaz on 'mitas01’ M:]
‘:’] S# icong on ‘Mitaz01' [R:)
- ] =# Sherrie on 'mit_ﬂilﬁﬁt{ﬁdx
M}'Prl“lait:;:"k =# backup on ‘mitas B ﬂ | Open |
S 1ci on 'mitaz01' . .
E bronMienyt =2 eCt ihe appropriate path location M
% acucobal on 'm Iterm
[&1 My Digital Camera
W My Network Places

Text Captions

Select the appropriate path location item
Notes
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Financials Upload
QfF HSWHMa7 Run: 0Z2/25/2005(
Choose file
Look in: | |3 Aszet Management ﬂ G EF Eq-
E 1Ll 01-0F, Buena Yista-GlerkighligRt ey |
o L uena Vista-Glendale 2|, xls .
of iy Recent SJDI'D Foxfire 409.xls Select the appropriate .csv file item
"Proces — JDI'D Maplewood 1T 335, OO ST e e
r(l_' B 01-08 Meadows at Anchor Bay 985, xls
IEJDI- Mill Park-T & IT 758-833 «ls
Dezktop EH 1 - :
En JDI 05 South Hill Apts 614.xls E
_ T MIE_tuidelines_s4935_7.pdf
.-.j I%mshd am_rnie_template_2_ 84796 7_17_04_102513_7.cav
My Documents IEJmsl‘u:la am_mie_templake_2_84796_7_17_04_102513_7.xls
ty Compriter
by Metwark File narme: | ﬂ Open |
Places
Files of bype: |,-’.\|| Files [*.%) j Cancel
Text Captions
Select the appropriate .csv file item
Notes
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Slide 35 - Slide 35

QfF HSWHMa7

Financials Upload

Choose file

o |
123
"Proces

Emn

Loaok in: | [ Azset Management

3

ky Recent
Documents

-

Dezktop

a7,

My Documents

9

ty Compriter

by Metwark
Places

£

~| & ® o E

E18 0105 Bucna Yista-Glendale 280.csv
0105 Buena Vista-Glendale 28w
B 01-05 Foxfire 409,x0s

B 01-05 Maplewond 11 335, %
B 01-05 Meadows at Anchor Bay 985, xls
IEJDI-DE Mill Park-1 & I 758-333.2ls
IEJDI-DS South Hill Apts 614, x1s

T MIE_cuidelines_s4935_7.pdf
I%mshu:la_arn_mie_lzern|:|IaI:E_2_B4?'5¢Eu_?_1?_IZI4_1 02513 _7.csv
IEJmsl‘u:la_arn_mie_lzern|:|IaI:E_Z_BW'SIEu_?_l?_IZI4_1 02513 _7.xls

File name: |EI'I -05 Buena Vista-Glendale 280.cav

Files of type: |.-’-'~I| Files [*.7]

| I-[gl‘lﬁ@ﬁ!‘ﬁux Il

Run: 0Z2/25/2005(

ample:
lick the
You still need

N

l Click the Qpen button

Text Captions

Notes

Click the Open button
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Financials Upload
OFF HSW197 Foun: O2/25/2005(

Financial Data Upload

Create the data file. Enter the path and file name of the file created helow, and click the "Upload!" button (Example:
"Chuploadsidatafile td). The file will be copied to aur server, ofwhich you will receive confirmation. Then click the
"Process Mow" button ta load the information and you will be presented with a link to a processing errars repart. ¥ou still need
toverify the data as some fields may not be contained in the data file.

ThEHDAVAsset Management01-05 Buena Yista-Gle

Highl]hﬁ X

Clkkthe Upload button ]

Text Captions

Click the Upload button
Notes
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Slide 38 - Slide 38

Data Import Interface

File Uploaded Successfully!

You mu: processed.
The Data Import Interface page appears

HighligHBDx

lick the Process Now button

\

Text Captions
The Data Import Interface page appears

Click the Process Now button
Notes
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Financials Upload
P HSwWrH9r Run: 02/25/2005(
Select the this link link to
dew the transaction
Woad error report
The Financials Upload Completion
page appears
Text Captions
The Financials Upload Completion page appears
Select the this link link to view the transaction upload error report

Notes
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QrF

Financials Upload

<2 http:/fwww.mitas.com/mshda/Reports/MITAS11365810.PDF - Microsoft Internet Explorer
File Edit Miew Fawvorites Tools  Help

) < |ﬂ @ _;\] /.._\J Search “S:‘\?’ Favarites Q‘} - :,; _J ﬁ ‘:’i

LEX|

|
[

i

Liriks

Address |§| hikbpe i mikas, comfmshda/ReportsMITAS1 1365310, PDF

v|Gu

TR

The Report Browser window opens

¥

2

Unknown Zone

Text Captions

The Report Browser window opens

Notes
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Financials Upload
0P

File Edit Miew Fawvorites Tools  Help

\ Iﬂ I:LI N e - Click the Close button
- </ ] a) ) search 7 Favories 2 Tt 0 | when you are finished
Address :Ej hikbp f v, mikas, cornfmshdaReportsMITAS11 365310, PDF aeidl=Ld ey the error IS oIelis

BS Eo-8B0ORE K4k b |« @ -@ OO0E D MW
MR -B-||B-7-£-B& 0 EH D

The Financial Data Upload Error Report is automatically displayed
o/p weao 1IN PDF format. You can print the report as you would any FDF
The Miti  document by clicking the Print button on your Internset browser.

Eecora E LIesCripron

il Data Upload—

181 Record(a) Read
492 Financlal Record(s) Imported

Data Uplead Completed Successfully.

b
D [ uu 4 »

ﬂ Internet

[ Signa‘tu{ Cummer[ Thumbne[ Bookmarks

e 14 4 1o0f1 K K 11x85in

@ Done

Text Captions

Click the Close button when you are finished reviewing the error report
The Financial Data Upload report is displayed

The Financial Data Upload Error Report is automatically displayed in PDF format. You can print the
report as you would any PDF document by clicking the Print button on your Internet browser.

Notes
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Slide 45 - Slide 45

Financials Upload
OFF HSW197 Foun: O2/25/2005(

this link %

The Financials Upload Completion
page appears

Text Captions

The Financials Upload Completion page appears
Notes
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Financials Upload
OiF HEW97

MITAS

Financials Upload

Options

Back

Main Ml
System Help

Please click this link to review

0 Fi
"MainMenu™ button when done.

Screen Help Click the Back button or Main Menu button when you finished

Logoff

0 CIrors,

Text Captions

Click the Back button or Main Menu button when you finished

Notes
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= Property/Project Detail

MITAS - Reports

From here, you review the financial data that was just uploaded and
finalize the data or continue with other tasks.

Main Menu

System Help

Screen Help

Logoff

The Main Menu page appears {when the
Main Menu button is clicked)

Text Captions

The Main Menu page appears (when the Main Menu button is clicked)

From here, you review the financial data that was just uploaded and finalize the data or continue with
other tasks.
Notes

Page 37 of 38



MITAS Online Learning Module Asset Management Automatic Financials Upload

Slide 49 - End
Congratulations!
You have completed Asset Management Automatic
Financials Upload on the MITAS Internet Property
Management site.
Text Captions

Congratulations!
You have completed Asset Management Automatic Financials Upload on the MITAS Internet Property
Management site.

Notes
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